
1 

 

 

 
 

 

Participant and Family Handbook 

MARC Participant and Family 

Handbook 

 

 
 

 



 2 

 

 
Table of Contents 

 

Table of Contents    2 

Executive Director's Welcome 3 

MARC Purpose Statement 4 

The MARC Bill of Rights 5 

A Message about Choices 5 

Public Funding-Self Directed Services 6 

Private Funding 7 

MARC Foundation & Fundraising 7 

MARC Programs and Services 8 

Program-Based Services 8 

Social Activities 8 

Community Involvement and Outings 9 

Job Development and Placement 9 

Supported Employment 9 

Micro Enterprise Businesses 10 

Youth in Transition 11 

Individual Planning 11 

Equal Access 12 

Personal Wellness 12 

Health and Safety 13 

FMLA Leave 14 

Time 0ff 14 

Emergency Evacuation 15 

In-service Training 15 

Program Closure 15 

Grievance Procedure 16 

Holiday and Training Calendar 18 

MARC Programs 19 

Handbook Acknowledgement 20 



 3 

 

 
 

 

Executive Director's Welcome 

Welcome to the MARC Family! 

 

MARC was founded in 1952 to provide educational services to 

children with developmental and intellectual disabilities. At the 

time, public schools were unable to meet their needs and parents 

were “encouraged” to put their children in institutions. 

 

As schools began educating children with disabilities, MARC 

adapted to meet the needs of adults. This evolution became all the 

more important as the nation moved away from the 

institutionalization of adults with developmental and intellectual 

disabilities. 

 

Today, MARC’s holistic approach is essential to the lives of more 

than 300 adults with developmental and intellectual disabilities 

and the families and friends who love them. 

 

For dreams to come true they need hope, opportunity and 

encouragement. This is what MARC provides to each individual we 

work with. Our staff will work with you to establish goals and 

development opportunities that are specific to you. 

 

Our five locations in Dane County, stand ready to assist you! 

 

Again, Welcome to the MARC Family!

  

 

 

Suzanne Hanson, Executive Director  
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MARC Purpose Statement 

The purpose of MARC is to enhance the quality of life for individuals 

with intellectual disabilities. 

 

MARC Values 

• Respect for Individual 

Dignity 

• Respect for Individual Rights 

• Community 

• Cooperation 

• Integrity 

• Professionalism 

• Creativity 

• Flexibility The right to know 

your rights 

 

MARC achieves its purpose by: 

1. Advocating for the full inclusion of individuals with disabilities 

in the life of the community. 

2. Fostering opportunities for individuals with disabilities to 

develop a sense of self-worth and dignity, to acquire new skills, 

attitudes, experiences and to make choices among options for 

employment, recreation and social interaction. 

3. Providing an array of support services tailored to individual 

strengths, preferences and needs, including employment, adult 

education, training, personal care and case management. 

4. Promoting communication, cooperation and 

collaboration among individuals with disabilities, 

their families and friends and community agencies.  

5. The MARC Personal and Program Rights 

The MARC Board of Directors has adopted the following rights 

of individuals with developmental disabilities. 
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Personal and Program Rights 

1. The right to confidential services and privacy 

2. The right to respect and dignity 

3. The right to make informed choices 

4. The right to an Individual Support Plan (ISP) 

5. The right to help create the ISP 

6. The right to prompt attention to individual needs 

7. The right to program continuity and stability 

 

 

Legal and Social Rights 

1. The right to equal opportunity 

2. The right to Wage and Hour Law 

protection 

3. Freedom from all forms of 

neglect and abuse 

4. The right to a grievance 

procedure 

 

 

Your rights are important. MARC creates an atmosphere of respect, 

dignity and safety. Some of the above rights are MARC policy and 

some are provided By- laws. Contact a MARC staff person, board 

member or the Executive Director if you have questions about your 

rights. 

 

A Message about Choices 

Welcome to MARC. We make every effort to help you identify and 

achieve your personal goals. Good choices lead you toward your 

goals, whether it’s choosing a job, where you want to live, social 

activities, independence, volunteering, meeting new friends or 

feeling a sense of accomplishment. 

 

Your choices will create the program and services you receive at 

MARC. Please set up a tour at a MARC program and meet our 
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wonderful staff. It will give you a chance to meet other people who 

have achieved success through MARC. 

 

MARC programs offer a full range of flexible and innovative 

supports. Through our combined efforts, we will help you find 

opportunities to become successful. 

 

Many individuals with 

intellectual disabilities 

rely upon Medicaid 

funding to purchase and 

maintain services during 

their lifetime. Medicaid 

funding may come from 

MCOs, Managed Care 

Organizations, or IRIS (Include, Respect, I Self-Direct) in Wisconsin. 

The ADRC determines your eligibility for services and you pick if you 

want to work with an MCO or IRIS.  

 

Public Funding 

MARC accepts Medicaid funding through IRIS and numerous Family 

Care providers. IRIS & Family Care are Medicaid funding sources 

that provide you with information about individual services.  

 

For IRIS, MARC can work with you to determine the cost of your 

services based on the number of staff hours you will need to meet 

your needs. However, MARC cannot guarantee funding will be 

available for all of the services you would like. 

 

Private Funding 

MARC accepts private funding to purchase services. An agreement 

is written that states what services are to be provided for what 

cost. The billing procedure may be based on an hourly attendance 

rate, a fixed rate with variable attendance or on the cost per hour 

of scheduled staff time. 
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Fundraising 

Donations to MARC, a 501(c)(3) 

organization, are tax deductible. 

MARC programs and volunteers 

conduct a variety of fundraising 

events. These include, raffles, 

golf tournaments, bake sales, 

dances, memorial brick garden 

and silent auctions. 

 

Most MARC donations are used to purchase specific items, special 

events and activities that everyone can enjoy. Fundraising is not 

targeted to benefit specific individuals. 

 

The MARC Foundation purchases buildings, equipment and 

vehicles and leases them to MARC at favorable rates. The MARC 

Foundation owns most of the buildings and vans used by MARC.  

 

The MARC Foundation has an endowment fund at the Madison 

Community Foundation. The endowment fund produces annual 

earnings. We are hopeful that the endowment fund will grow to 

benefit every person we serve. 

 

Please contact the MARC Foundation if you would like information 

about current needs, capital projects, the endowment fund or 

deferred giving. Every donation is appreciated and a very important 

part of the MARC budget.  

 

 

MARC Programs and Services Each MARC location offers a variety 

of services which may include: paid work; supported employment; 

job training; vocational evaluation; personal care; individual and 

behavioral support; social & leisure activities; art and music 

appreciation; and community involvement. 
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Program-Based Services 

Daily program-based services 

average 6.25 hours, from 8:30 a.m. 

to 2:45 p.m. Part-time service is 

also available. MARC provides 

transportation only under very 

specific conditions. 

 

Program-based services include 

paid work, art and music 

appreciation, social activities, communication and choice making 

and personal care. Work is paid on a piece-rate basis. This allows 

your earnings to be reflective of your productivity. Therefore, you 

can work at your own pace. 

 

 

Social Activities 

Our goal is to meet each individual’s need for flexible and 
customized services. Arts and enrichment services are designed for 

each individual’s abilities and to maximize participation. Activities 
can include: Arts and crafts; music and karaoke; cooking and 

baking; gardening; grooming; fishing; games and puzzles; movies; 

coffee and social time; community adventures; music; and time 

with animals. 

 

Memory loss, Alzheimer’s and Dementia-specific programming is 

offered at MARC. Services are designed to meet the progressing 

needs of individuals as they move through the different stages. 

Participation in art classes is designed to offer a wide variety of 

expressive opportunities, through a variety of media. Each 

individual’s participation is celebrated. 
 

Community Involvement and Outings 

MARC Day Services assist individuals to participate in social 

activities in the community. Having community involvement helps 

establish the development of a community support network.  
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Adult Education 

MARC’s adult-based 

education is designed to 

enhance the quality of life 

by providing a broad array 

of opportunities to help 

maintain existing skills and 

learn new ones. This allows individuals to develop and maintain a 

sense of self-worth and dignity. Classes and activities are tailored 

to individual strengths and needs. 

 

Job Development and Placement 

Job Development and Placement services help individuals connect 

with the job that best meets their knowledge, skills and abilities. 

Our job developers assist with putting together a resume, 

preparing for job interviews, finding job leads, submitting  

applications, setting up and attending interviews and providing as 

much assistance as needed to get the job you would like. Our goal 

is to assist individuals in finding the jobs they want. After finding 

the job, MARC can provide ongoing job coaching and training. 

 

Supported Employment  

Supported Employment is when you work for a business or 

company in the community. MARC is one of the largest supported 

employment providers in Dane County. We work with over 100 

area employers that offer a great variety of jobs. 

 

Supported Employment services can include an individual 

assessment, job development, job placement and job coaching. 

Your work location, hours, rate of pay, fringe benefits and type of 

work will depend upon the job and your employer's policies. MARC 

offers supported employment during typical workweek business 

hours. 
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Most supported employment jobs 

employ one or two individuals, 

but MARC also has enclave job 

sites. An enclave is three or more 

individuals working in a business 

alongside individuals without 

disabilities.  

 

You are free to choose the type of work that interests you. 

Supported employment gives you the opportunity to build a career.  

 

Self Employment 

With funding from DVR, 

Wisconsin Division of 

Vocational Rehabilitation, 

MARC can assist people with 

disabilities in establishing 

and operating their own 

microenterprise or self-

employment situation. This 

is a great alternative for 

individuals who would like 

more flexibility than 

traditional employment. 

 

 

Youth in Transition 

MARC works with high school students who will be leaving the 

public school system and entering the adult system. MARC works 

cooperatively with school systems, to assist students through: work 

experience; on the job training; job shadowing and other activities 

involved in job development. MARC offers support for students to 

ensure a smooth transition from school to work. 
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Individual Planning 

All MARC services are based on an Individual Support Plan (ISP). 

Your ISP contains the employment and day services goals you want 

to achieve in partnership with MARC. The ISP is a form MARC 

creates track your success on your goals. 

 

A MARC staff person will be 

assigned as your MARC case 

manager to help you plan 

services provided by MARC. 

You can talk with your 

MARC case manager about 

any questions you may 

have. 

 

Your personal file with your 

ISP is confidential. Your 

records are available to you 

and your advocate. A 

Release of Information form 

is required to give copies, information, photos or reports to people 

outside of MARC. MARC requires your permission to release 

emergency medical information and a photo for emergency 

identification when necessary. 

 

Behavioral Support 

MARC has a process in place to assist you if you need behavioral 

support while at MARC. Our priority is to assure you, and others 

around you, are safe at all times. Your case manager will work 

with the Program Director to ensure MARC has the resources to 

consistently provide the support you need. 

 

Restrictive Measures 

MARC does not allow the use of restrictive measures unless 

prescribed by a medical doctor, OT/PT,  or certified behavioral 

specialist and necessary approval is obtained. Examples of 
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restrictive measures can include: helmets for seizure activity, 

wheelchair seatbelts and trays, foot straps, chest harnesses, bed 

rails, and other items used for your health & safety. 

 

Equal Access 

All participants receive equal access to MARC employment, human 

services and board membership regardless of age, race, gender, 

religion, handicap, physical appearance, sexual preference, marital 

status, national origin, or any other protected classes as defined by 

law. 

 

Personal Wellness 

Please arrive at the MARC program or community jobsite in good 

health. Bring a lunch or have money to purchase one if necessary. 

Always wear weather-appropriate clothing and bring all 

consumable personal care supplies, including spare clothing, 

wheelchair pads, Depends, sanitary napkins and all other items you 

might need. These are personal items and are not available from 

MARC. MARC staff is trained in the use of personal supplies and 

MARC equipment. MARC does have wheelchairs, lifts, gait belts, 

beds and other equipment necessary for health and safety. 

 

MARC requires a copy of 

the Physicians Order 

form for any self--

administered 

medications and 

medication needing 

assistance by MARC 

staff. Medication 

containers should be 

clearly marked by a pharmacy with type of drug, dosage and time 

of required administration. MARC staff monitors self-

administration of medication and assists with medications. It is 

preferred that medications are taken at home. 
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MARC staff will provide first aid for anyone injured or suffering 

symptoms of illness. Staff is trained in first aid and CPR, but this 

does not substitute for proper medical treatment. MARC will call 

911 during an emergency if required and transportation to an 

emergency room or urgent care clinic will be secured if you need it. 

MARC staff will accompany you until relatives or residential staff 

arrives. Workers Compensation procedures are followed if you are 

injured during paid work. 

 

MARC observes Do Not Resuscitate (DNR) orders. Comfort care can 

be provided as described by your Hospice or Medical provider. As 

necessary, MARC will transfer care to EMS, doctor(s) or your 

medical provider. Each DNR situation is unique. Discuss your needs 

with your Program Director to ensure that resources are available 

to meet your support levels. 

 

Health and Safety 

If you are recovering from an 

illness, injury, or contagious 

situation keep the program 

location up to date with your 

anticipated return date. If 

you work in Supported 

Employment, you must 

provide an excuse to your 

community employer. Please 

recover at home. You may return to work when the doctor 

approves your return. Please do not return too soon, as you may 

reinjure yourself or be contagious to others. You may return when 

you are safely able to resume planned activities or are no longer 

contagious. Community employers will have their own policies 

about returning to work. 

 

Your health and behavior must allow a safe and secure 

environment for all. You must return home or seek treatment if you 

have illness symptoms such as vomiting, a temperature over 100 
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degrees, draining body fluids, bleeding wounds, a contagious 

infection, if you are experiencing a contagious situation i.e. bed 

bugs, lice, etc., if adequate clothing is not available for personal 

care needs, or your behavior is dangerous to yourself or others. 

Before you go home, staff will assure that someone is there to 

receive you. 

 

Please note that MARC makes every effort to know where you are, 

to carefully schedule staff support, transportation and work and to 

keep health information current and available. In most cases, a 

photo of each person is kept on file in case of an emergency. MARC 

will release information or photos only to emergency personnel or 

to those who have your authorization. 

 

Please keep your personal property, cash, paychecks, jewelry and 

keepsakes secure. Staff cannot secure these things for you. Please 

note that we have direct deposit for your MARC paycheck, which is 

strongly recommended. If you receive a paycheck and you let it 

expire, you will not be able to cash it. Please note that community 

employers may have their own policies about personal property 

and safety. 

 

Family And Medical Leave Act 

(FMLA) Policy General Notice 

MARC complies with all 

applicable state and federal 

laws relating to family and 

medical leave, and will not 

discriminate against or 

interfere with the rights of an 

employee to take such 

leave.  You should work with 

the Human Resources 

Department to determine if 

you are eligible for FMLA and 

coordinate leave. 
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Time 0ff 

You can schedule time off from any MARC program. Please tell 

MARC staff as soon as you know you want some time off in order 

to provide adequate notice to your program, whether in the 

centers or in the community. If you will not be in attendance, we 

need to know that you are safe. 

 

Time off can be requested for vacation, illness, holidays, camp, 

family functions, medical appointments, funerals, weddings and 

other activities. MARC time off is not paid. Community employers 

will have their own time off procedures. Please check with them if 

you work in the community. 

 

If you are under MARC care and there is an immediate request for 

time off, MARC staff may confirm the nature of your request, 

especially if you are to be entrusted to people MARC does not 

know. 

 

Emergency Evacuation 

Each MARC center has an emergency evacuation plan. Such 

emergencies might be due to fire, flood, utility service failure, 

storm damage or other causes. You can have a copy of the plan, 

but it is continually updated. You will practice building evacuation 

or fire drills several times throughout the year. MARC will make 

every effort to maintain services if building repairs are necessary. 

 

In-service Training  

There are two training days each 

year for MARC staff to learn new 

skills and receive updated 

information to provide you with 

the best service and care. You will 

receive advanced notice of the 

dates. 
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Program Closure 

MARC programs are closed if the school district in which the MARC 

Center is located is closed for the entire day due to weather related 

concerns.  

• MARC-West, MARC-East, MARC-RAC/RES and MARC-South 

will close if Madison Public Schools close.  

• MARC-Mt. Horeb will close if Mt. Horeb Public Schools 

close.  

• MARC-Stoughton will close if Stoughton Public Schools 

close and  

• MARC-Sauk Prairie will close if the Baraboo Public Schools 

close. 

 

MARC Expectations 

MARC has the following expectations of its employees. MARC also 

has the expectation that individuals, parents, guardians, and others 

interacting with MARC on your behalf with follow these 

expectations. 

 

• MARC expects its employees to be mature, reasonable, and to 

behave in a businesslike manner appropriate to the 

workplace.   

• MARC expects its employees to perform their duties in a safe, 

competent and professional manner.   

• MARC expects its employees to be courteous and respectful 

towards clients, supervisors, co-workers, customers, vendors, 

board members and any other persons in the workplace. 

• MARC expects its employees to be honest and to be careful of 

equipment and property.   

• MARC expects its employees to give their best efforts to their 

jobs, act with integrity, and to treat their jobs as an important 

part of their lives. 
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MARC expects to work with you and your team in a professional 

manner and expects the same from you and your team. We want 

to make your experience at MARC a great one. Please talk to your 

Program Director if you have concerns you would like to resolve. 
 

Grievance Procedure 

If you have a concern about 

MARC services, you may go to 

any MARC Program Director 

to discuss it. Most problems 

can be solved this way. You 

and your advocate may also 

follow the steps below to 

discuss a grievance. 

 

1. Make an appointment with the MARC Program Director 

within 30 days. Describe your concern in clear terms. It is 

best to provide a written statement of concern. 

2. Expect a response from the MARC Program Director at the 

meeting or within 10 work days after the meeting. 

 

3. If you are not satisfied with the MARC Program Director's 

response to your grievance, you may make an appointment 

with the MARC Executive Director. This should be done 

within 10 working days after receiving the Program 

Director's response. 

4. The MARC Executive Director will meet with you and your 

advocate to hear your concerns. The Executive Director will 

respond within 10 days of your request. 

5. If you are not satisfied with the MARC Executive Director's 

response, you may appeal to the MARC Board of Directors. 

The Board will hear your concerns at the next regularly 

scheduled Board meeting and will respond within 10 days 

after the meeting. 

6. If concerns remain after the Board response, you may 

continue with the State of Wisconsin grievance procedure. 
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If you believe you or someone you are advocating for has been 

discriminated against, please contact the MARC Human Resources 

Manager/Equal Opportunity Coordinator at 608-223-9110 as soon 

as possible after the incident occurs. You will be provided more 

information about the process for filing a complaint. 

 

Holiday and Training Calendar 

The MARC holiday and staff training 

calendar below is subject to change, 

but historically it has been very 

consistent. The holiday portion of the 

calendar is intended to meet the 

national holiday, family and religious 

needs of MARC staff and consumers. 

If you have a specific need for time off 

not included in the calendar below, 

please contact us. 

 

MARC newsletters will include annual holiday and training calendar 

listings or you may contact your nearest MARC program to 

determine the actual day MARC is closed in a given year. 

MARC program locations are closed on the days listed below. They 

are open all other weekdays. Supported employment programs 

follow the employer's schedule, which often coincide with the 

holiday portion of 

the MARC calendar. 
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2019 MARC Closed Dates 

 

New Year’s Day              Tuesday  January 1 

In-service                  Monday  March 8 

Good Friday                 Friday  April 19 

Memorial Day    Monday May 27 

4th of July Thursday  July 4 

Labor Day Monday  September 2 

In-service Friday  October 11 

Thanksgiving Holiday    Thursday              November 28 

Thanksgiving Holiday    Friday  November 29 

Christmas Eve     Tuesday  December 24 

Christmas Day                  Wednesday  December 25 

New Year’s (pre-eve)    Tuesday  December 31 
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MARC Corporate Office & Marc Foundation  

901 Post Road, Madison, WI 53713 

P: 608-223-9110  

F: 608-223-9112 

Website: www.marc-inc.org 

 

MARC Programs 

MARC-East 

66 Buttonwood Court, Madison, WI 53718 

P: 608-241-2929  

F: 608-241-1762 
 

MARC-Mt. Horeb 

225 Blue Mounds Street, Mt. Horeb, WI 53572 

P: 608-437-5998  

F: 608-437-4998 
 

MARC-Responsive Employment Services, (RES)                                   

901 Post Road, Madison, WI 53713 

P: 608-223-9110  

F: 608-223-9112 
 

MARC-South & Recreation & Arts Center, (RAC) 

901 Post Road, Madison, WI 53713 

P: 608-288-8088  

F: 608-288-8111 
 

MARC-Stoughton 

932 N. Page Street, Stoughton, WI 53589 

P: 608-873-5217  

F: 608-873-5574 
 

MARC-West 

805 Forward Drive, Madison, WI 53711 

P: 608-273-3630  

F: 608-273-4638 

 

 

http://www.marc-inc.org/
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Handbook Acknowledgement: 

 

Name  Phone 

 

I have received the MARC handbook and understand that it is a 

shortened version of the MARC Board adopted policies and 

procedures. I understand that MARC policies and procedures are 

designed to provide the best possible services while wisely using 

limited resources. 

 

MARC welcomes comments about policies and procedures. Please 

contact any MARC Center Director, Board member or the Executive 

Director to provide comments. Thank you. 

 

 

 

Client Signature 

 

 

 

 

 

 

Phone 

  

 

 

 

 

Parent/Family Signature  Phone 

 

 

 

Guardian Signature  Phone 

Issued – Jan  2019 


